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Strategic Sourcing Collaboration

About Strategic Sourcing Collaboration

Cardinal allows a Strategic Sourcing (SS) Buyer to select individuals (known as Collaborators)
to participate in an Event. Collaborators may include the customer (user), the supervisor
(Procurement Manager), subject matter experts, Evaluation Committee members and others.
Collaborators can make comments, score, establish weights and share data with the SS Buyer
and the other Collaborators. Suggested changes by a Collaborator can be accepted or rejected
by the SS Buyer. All collaboration is maintained within Cardinal as a record of participation.

1. Select Collaborators for an Event (SS Buyer):

1 Collaborators are added to an event that has been created, or is in the process of being created. If
needed, navigate to and open the event for editing. For more information on how to create an event,
reference the PROC 347: Strategic Sourcing course. In this job aid, we navigating to an existing
event.

Navigate to Main Menu > Sourcing > Create Events > Event Details.

2 Click on the Find an Existing Value tab to look up an existing event. The Business Unit field will
default, do not change this value.

3 Specify the desired search criteria for the event and click the Search button.
4  Select the desired event from the search results.

The Event Summary page opens.
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Favortes = Main Menu > Sourcng > Create Events » | Event Detais

Create an Event

Strategic Sourcing Collaboration

Home | Workist | AddtoFavorites | Sign out

Enewwindow DHeip [ customize Page o &

Event Summary

Business Unit: 50100 Event ID: 0000150092 Round: 1 Version: 1 Event Format: Buy

Event Type: RFx Change to Auction

Event Status: Open Preview Date: ‘09/2612011 1:31PM EDT
Type: |IFE Sealed Contract v *Start Date: ‘09/2512011 1:32PM EDT

*Event Name: [Cnl\abnralinn 1234 *End Date: [0912612011 2:00PMEDT

Description: [} PURFOSE ~

\ ] =G0x|

= 2E Copy From:
v

| The Virginia Department of Transportation
b o e " aumaTe imibio i

Required fields reside on pages marked with an asterisk () -- you may not save your event until all required fields are filled

Step 1: Define Event Basics

Enter basic information, general settings and optional rules for this event

= Event Seftings and Options
Event Comments and Attachments
Event Header Bid Factors

Event Constraints

Step 2: Configure Line ltems

Create line listings for this event.

*Line ltems ltem Line Defaults

Step 3: Select Bidders to Invite
Send out targeted invitations to this event. designate it as a public event, or both

* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it

Event Collaborators

Step 5: Post Event

When all event creation activities are complete, click Post Event to release your event for scheduled external viewing

Payment Terms and Contact info

and trinaer any hiddar i voit mav have definad ]
S Local intranet. v ®0% v
5 Click the Event Collaborators hyperlink.
The Event Collaboration Details page appears.
i CARDINAL
e Home | Workist | AddtoFavorites | Signout

Favo'ntes Main Menu > Sou&mg > Cveate_Events > Event Details

Create an Event

Event Collaboration Details

Collaboration Due Date: [[09232011 6]  pime: [o:00m

Collaborator Oprid Name Routing
MIKE HALL [&] mae me 1] =

Eind Collaborators

OK Cancel Refresh

2 New Window 2) Help qus(omxze Page ﬂhnp

In the Collaboration Due Date field, enter a deadline date and time for all collaboration to end.
NOTE: The Collaboration Due Date must be prior to the event Preview Date.

In the Collaborator Oprid field, enter the Collaborator name (use the Look Up icon, if needed). The

Routing Sequence number is automatically populated.

Click the add Add a new row button at the end of the row to add another Collaborator and enter the
Collaborator Oprid. Note: If necessary, you can search for Collaborators or Groups by clicking the

Find Collaborators hyperlink.

a. You may search by Name, Collaborator Group or Role Name.

20of21

last updated 12/4/2011



ECARD'NAH Procurement Job Aid

Strategic Sourcing Collaboration

i 4 CARDINAL

Home | Workist | AddtoFavorites | Sign out
Favo'rtes i Ma'n'Menu w Snula"\g > Create_Events > Event Details
& New window (D)Help [# Customize Page [ hitp

||Find Collaborators

Search Criteria

Name: ‘ E
Collaborator Group: ‘ E

Role Name: ‘ Q

I Cancel | Refresh
b. Enter search criteria and click the Search button. From the results that appear, click the

Select checkbox to select collaborators and click the OK button.

i L[4 cARDINAL

Home | Workist | AddtoFavortes | Sign out
Favovﬂtes Ma'nyenu > SouLc’ng > Create'Events > Event Details

ENewWindow @DHelp [ Customize Page [ nttp
Create an Event

Event Collaboration Details

Collaboration Due Date: 09/23/2011 3§ Time: 9:00AM | $Save As Group
¥ Y 4]

Collaborator Oprid Name
[MIKE HALL @, HALL, MIKE #H/=
TIMSARTINI @, SARTINL TIM (=]

II Find Collaborators

oK Cancel Refresh

9 You may change the order of the Routing Sequence if you wish. The sequence number identifies
the order in which the collaborators offer feedback.

10 If you wish to save the selected Collaborators as a group, click the Save As Group button.

|4 cARDINAL

Home | Workist | AddtoFavortes | Signout
Favorites  Main Menu > Sourcng > Create Events > Event Detais

2 New Window (2) Help g{ Customize Page | hitp
Modify an Event

Event Collaboration Details

Collaboration Due Date: 097242011 B} Time;  [3:00PM Save A Group
Collaboration Group: Group 1234
Description: | Group 1234 Description |

Collaborator Oprid Name Sequence
MIKE HALL @, HALL, MIKE 1 ==
[Tim sARTINI @, SARTINI TIM [ 2 ==

Eind Coliaborators

| OK Cancel Refresh

a. For the group you are saving, enter a name and description into the Collaboration Group
and Description fields

b. Click the OK button.
11 Click the OK button to return to Event Summary page.
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Click the Save Event button. Then, click the Route button.

LIS UEIIL HIVIHIEUUI, YSHTIGH STLIYS G UPUUIIGH IS U1 4N SYEIL.

Event Header Bid Factors

Step 2: Configure Line Items

Create line listings for this event

*Line items Item Line Defaults

Step 3: Select Bidders to Invite
Send out targeted invitations to this event, designate it as a public event, or both

* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it

Event Collaborators
Step 5: Post Event

When all event creation activities are complete, click Post Event to release your event for scheduled external viewing
and trigger any bidder invitations you may have defined

Related Links:
Document Status Inquiry Plan Task Associations
o The preview Event PDF has been queued for processing. The file will be sent to mike.hall@vdot.virginia.gov

when processing completes.

|Gb Returnto Search & Refresh

Strategic Sourcing Collaboration

* Event Seftings and Options Payment Terms and Contact Info
Event Comments and Attachments Event Constraints

| Save Event Route Save As Template Preview PDF

Email notification is sent to each Collaborator and an item is added to each Collaborator’s worklist.

Collaborate on an Event (Collaborator):

To collaborate on an event, either click the Collaborate on this event hyperlink from the e-mail

notification view the event from your worklist.
Navigate to Main Menu > Worklist > Worklist.

The Worklist appears.
|

Favgrites © Main Menu > Worklst > Workist

Worklist for V_PR_STRATEGIC_SOURCING_COLLAB: Strategic Sourc

Detail View Work List Filters: b &) Feed

Buyer Collaboration

from Date From  Work ltem Worked By Activity Priority Link

Strategic Sourcing | gopgyp011 ChECkoUtEvent g 1eic Sourcing Collaboration | 50100, 0000150165, 1. 1.1
Buyer Collaboration L

Strategic Souraing | /53,9014 Analysis Sourcing Analysis Collaboration v 50100, 0000150157, 1. 1
Buyer Collaboration = -
Strategic SOUrdng  yg11gip094 AN3lYSS Sourcing Analysis Collaboration | | 50100, 0000160142, 1.1

Mark Worked

rark

Home | Wnridiet | AddtoFavorites | Sign out

EDNew Window (DHelp [& Customize Page [ hilp

Customize | Find | View 21 | B | 8 Frst £ 4450145 1) Last

Click the Event hyperlink for the event you wish to collaborate on. The event will be listed as

Checkout Event Collaboration under the Work Item column.

The Event Workbench page appears.
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Add to Favortes | Sign out

Favorites  Main Menu > Workist > Worklst

@ New Window @ Help i_Q{Cuslomme Page ﬁ hitp &

Event Workbench
Event ID: [o000150166 From Start Date: [ To Start Date: B sort with: |
Created By: [ @, From End Date: [ ToEnd Date: B sortOrder: v
Event Format: v Category: [ [] only show Events | created
Event Type: "~ Item ID: ‘ Cluse my search defaults
Event Status: v ipti [ . search Reset
Associated With Plan: [ @, pian Name: [ A Dofut Search Profarences
Collaboration Help
o In order to collaborate on this Event you must check out the Event first. To check out the Event click the Collaboration Available
button %
(i} e Ifthe Eventis already checked out by another collaborator or the collaboration due date has passed you will see the Collaboration 4
Checked Outicon

o If you want to view the collaboration before checking it out click the View Collaboration button ifﬁ

Search Resuits ind | ! B ore O 105
Event ID Name Format Type Unit Status
< 0000150166 CONSULTING SERVICE... Buy RFx 50100 Collaborating Event 86 siil 2 |

Customize | Find |
Line  Category Item ID Item Description aty

1 0041404 0041404021  Consulting 18720 187.20

Check out the event for collaboration, by clicking the Check Out icon.
Collaboration Status appears as Checked Out and includes details on when and by whom.

To make edits or add comments, click the Event Comments and Attachments hyperlink.

Add to Favorites |  Sign out

&

Favorites  Main Menu > Workist > Workist

PRSI —

Required fields reside on pages marked with an asterisk (*) - you may not save your event until all required fields are filled

Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

Payment Terms and Contact Info
nt ints

Event Header Bid Factors

Step 2: Configure Line Items
Create line listings for this event

* Line items Item Line Defaults

Step 3: Select Bidders to Invite
Send out targeted invitations to this event, designate it as a public event, or both

* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Coliaborators View Collaboration

Step 5: Post Event

When all event creation activities are complete, click Post Event to release your event for scheduled extemnal viewing =
and trigger any bidder invitations you may have defined

[ SaveEvent Route |

J Preview PDF

Related Links:

Document Status Inquiry Plan Task Associations
Collaboration Status{ Checked Out
o Checked Out By: Strategic Sourcing Collab
Checked Out On: 09/06/2011 10:15 AM PDT
Last Updated By: Strategic Sourcing Buyer

(o RetumtoSearch 3 Refresh Bohda) (Eripieiz

- |I&

%J Local intranet v Ri00% -
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a. Enter comments in the Comments field.

rome: VOrKi 00 10 ravortes Ign OU
Favorites  Main Menu > Workist > Workist

I NewWindow (@DHelp [& Customize Page [ http
Modify an Event

Event Header Comments and Attachments

Event ID: 0000150222
Enter Comments View i First K1 2030 O Last
Comments:

F=

|The event is well prepared and you are approved to proceed with an advertisement MJH 10/21/11 | |

[ send To Bidder Cinclude On Award

Standard Comments

~ Display to Include On
Attached File Attachment Description Bidder e
ATTACHMENT_B.docx [ATTACHMENT B' (] View =
Vendor_Qualification_Equipment_lnventory.doc [ATTACHMENT A O View =

MJH_TEST003.pdf Event Details O View

[ ] cance  etresn

b. Click the OK button.

9 To modify the event lines, click the Line Items hyperlink.

ad to Favorites Sign out
Favorites | Main Menu > Workist > Worklst
i -

23

Required fields reside on pages marked with an asterisk (*) - you may not save your event until all required fields are filled.

Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event

* Event Seftings and Options
vent Comments and Attachmen
Event Header Bid Factors

Payment Terms and Contact Info

Event Constraints

Step 2: Configure Line Items
Create line listings for this event.

ltem Line Defaults
Step 3: Select Bidders to Invite
Send out targeted invitations to this event, designate it as a public event, or both.

* Bidder Invitations

Step 4: Invite Collaborators
Imate others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Collaborators View Collaboration

Step 5: Post Event

When all event creation activities are complete, click Post Event to release your event for scheduled external viewing E
and trigger any bidder invitations you may have defined

| Save Event Route |

GaveAsTemplate | ! Preview PDF
Related Links:
Document Status Inquiry Plan Task Associations

Collaboration Status: Checked Out

(i) Checked Out By: Strategic Sourcing Collab
Checked Out On: 09/06/2011 10:15 AM PDT
Last Updated By: Strategic Sourcing Buyer

|t Return to Search %5 Refresh

a. The Line Items page appears.
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b. The initial line quantity appears in the Qty field for each line.

c. Change the value in this field, if applicable.

4 CARDINAL

Home | Workist | AddtoFavortes | Signout
Favn_rles i Ma'n_Menu i Wnlkkt > Worklist

@New Window ‘é) Help E{Cus\umlze Page ﬁ hitp
Meodify an Event

Line Items

Business Unit: 50100 EventiID: 0000150166 Round: 1 Version: 1  EventFormat: Buy Event Type: RFx

Your event may consist of items from your item catalog and, optionally, ad-hoc items. You can create the event lines manually, or by copying lines from an existing event or template, or
other allowed transaction types.

Copy From: &0, Filtered View: Al Lines and Groups v

Line ltems NETE

Customize | Find | View
[;PRSLSPTTY  Advanced Defintion

Line  ltemID Description Category oM "Qty Start Price Ext. Amount Weighting
0apn 0041404021 @, |consulting B2 0041404 HUR | [18720.001 ‘ 0.0100 $187.20 0.00000] [+]

Event Total: 187.2000 USD Line Weighting Total: 100 % Remaining Weight: 0 %

Add Selected Lines to Group: ‘ v] ok

d. After you have made the all edits you wish enter, click the Save Event Changes button.

4 CARDINAL

Home | Workist | AddtoFavorites | Sign out
Favorites i Main Menu > Worklist > Worklist
-

# New Window ‘:’) Help \j)cus\omile Page B hiip

Modify an Event
Line Items

Business Unit: 50100 EventID: 0000150166 Round: 1 Version: 1 EventFormat: Buy Event Type: RFx

Your event may consist of items from your item catalog and, optionally, ad-hoc items. You can create the event lines manually, or by copying lines from an existing event or template, or
other allowed transaction types.

Copy From: &9 Filtered View: All Lines and Groups ~
=

Line items Customize | Find | View 41| & |
PRV PTTY © Advanced Defintion

Line  ltemID Description Category WOM "Gty Start Price Ext. Amount Weighting

0 0041404021 @ Consulting LE’% 0041404 HUR 20,000 ‘ 0.0100 $187.20 0.00000] [+]

Event Total: 187.2000 USD

Line Weighting Total: 100 % _Remaining Weight: 0 %

Add Selected Lines to Group: ‘ v ok

=Return to Event Overvie
Save Event Changes

|ah Return to Search % Refresh [Ehoadd| | S5 UpdateD

e. Click the Return to Event Overview hyperlink.

Upon completion of all collaboration edits and/or comments, click the Route button.
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Home | Workist | Add o Favorites |
Favorites © Main Menu > Wn:kist > Workiist

Sign out

>

Required fields reside on pages marked with an asterisk (*) - you may not save your event until all required fields are filled

Step 1: Define Event Basics

Enter basic information, general settings and optional rules for this event

* Event Seffings and Options
Event Comments and Attachments
Event Header Bid Factors

Payment Terms and Contact Info
Event Constraints

Step 2: Configure Line Items

Create line listings for this event.

* Line ltems

ltem Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.

* Bidder Invitations

Step 4: Invite Collaborators

Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Collaborators View Collaboration

Step 5: Post Event

When all event creation activities are complete, click Post Event to release your event for scheduled external viewing
and trigger any bidder invitations you may have defined.

| saveEvent Route \ Savesie Templote | _ PreviewPDF

Related Links:

Document Status Inquiry

Collaboration Status: Checked Out

0 Checked Out By: Strategic Sourcing Collab
Checked Out On: 09/06/2011 10:15 AM PDT
Last Updated By: Strategic Sourcing Collab

Plan Task Associations

[at Retur to Search c Refresh

Eheirdd,| [l UpdateDisplay,|

11 A routing message appears. To check in the event for the next Collaborator, click the Yes button.

Message

Routing C Eventto next C: will check-in the event. Do
you wish to proceed? (18058,199)

Ifyou have not finished reviewing the event, select "No", otherwise select
“Yes".

Yes No

12 Collaboration Status changes to Available. At any time, you can click the View Collaboration
hyperlink to see any collaboration.
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Workist \dd to Favorites |  Sign out
Favorites * Main Menu > Sourdng > Create Events > Event Defais

The Virginia Department of Transportation ﬂ
hidda

fancnin cafnmad inan SUDOT i aslicifine

3

Required fields reside on pages marked with an asterisk (%) - you may not save your event until all required fields are filled

Step 1: Define Event Basics

Enter basic information, general settings and optional rules for this event

* Event Seffings and Options
vent Comments and Attachment:
Event Header Bid Factors

Payment Terms and Contact Info
Event Constraints

Step 2: Configure Line Items

Create line listings for this event.

*Line Item:

ltem Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.
* Bidder Invitations
Step 4: Invite Collaborators
Imvite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Collaborators

Step 5: Post Event

When all event creation activities are complete. click Post Event to release your event for scheduled external viewing
and trigger any bidder invitations you may have defined

[ Save Event Route | |mBave Asdemplate s | PreviewPDF

Related Links:

D: Status Inquiry

o Collaboration Slalust Available

Last Updated By: Strategic Sourcing Collab

Plan Task Associations

|at Returnto Search % Refresh

[Eheadd.| | £ pd

splay

a. Click the Event Lines hyperlink to view the original amount and any changes to the quantity
by Collaborators.

Add to Favorites |  Sign out
Fa\m_ntes i Man_Menu > SDuLu"\g > Cleate‘Events > Event Details

2 New Window @ Help \j’cus\omlze Page B hiip
Review Event Collaboration

Business Unit: 50100 Event ID: 0000150166 Round: 1 Version: 1
Event Name: CONSULTING SERVICES STATEWIDE Format: Buy Type: RFx
Event Header Bid Factors Comments and Atachments Invited Bidders Constraints

Filter By:

Line Nbr: 1 ftem ID: 0041404021 Description:

Consulting

Line Summary
Collaboration Input

Customize | Find |

Field Name Date/Time Action Value
Qty Original 09/06/2011 11:01:10AM Update 18720
Qty Strategic Sourcing Collab 09/06/2011 11:01:10AM Update 20000

Line Details

Customize | Find | View A1] B |
Collaboration Input

Field DatefTime Action Value
Max Quantity Original 09/06/2011 11:01:10AM Update 18720
Max Quantity Strategic Sourcing Collab 09/06/2011 11:01:10AM Update 20000

=< Return to Event Overview

| Returnto Search 7 Refresh

b. Click the Event Comments and Attachments hyperlink to view any comments by
Collaborators.
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Event Header Event Lines Bid Factors Comments and Attachments Invited Bidders Constraints

Filter By:

Event Comments and Attachments
Collaboration Input [t

Customize | Find | View 41| B | 3 Fest B qof1 1 Last

Field Name Date/Time Action Value

[The event is well prepared
and you are approved to
Comments Strategic Sourcing Collab  10/21/2011 10:59:37AM  Add proceed with an
advertisement. MJH
1012111

ﬂ’@

Find| View Al First Kl 1 011 I ast

Line Nbr: Item ID: Description:

Comments and Attachments Customize | Find | View .-_“P | 1 First K g o014 O Last
Comments

Field Name Date/Time Action Value
B
= Return to Event Overview
|G Return to Search | &% Refresh ChAdd | (2 0p

13 Email notification and a worklist item is sent to the SS Buyer indicating that collaboration has been
completed by all selected Collaborators.

3. Review Collaboration on an Event (SS Buyer):

1 To review collaboration on an event, click the Review the completed collaboration hyperlink, from
the email notification or you may view the event from your worklist.

2 Navigate to Main Menu > Worklist > Worklist

3 Click the event hyperlink for the event you wish to review. Notice that the description located in the
Work Item column is Review Collaboration.

4 CARDINAL

| Home | Workist | AddtoFavortes | Signout
Favortes . Main Menu > Workist > Workist

) New Window (Z)Help [& Customize Page B ntp &

Worklist for V_PR_STRATEGIC_SOURCING_BUYER: Strategic Sourci

Detail View Work List Filters: \ () Feed

Customize | Find | View 100 | ¥ 1 3 st 1 125 o 133 I Last
From Date from Work Item Worked By Activity Priority Link

S8 Collaborator 2 10!07/2011StrategicSnurclngCnllahnraﬁnn v |501m) 0000150203, 1.1. 3 Mark Worked }
Analysis Due [ 5017
10/06/2011 Date Passed Strategic Sourcing Collaboration + (50100, 0000150171, 1.1, 0 Mark Worked

1000412011 EVeN PENAING g5 cing Event Pending Award v 50100, K42, 1.1 Mark Worked

4  Click the Event Lines hyperlink to view the edits and/or comments entered by each collaborator.
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Review Event Collaboration

Business Unit: 50100 Event ID: 0000150166 Round: 1 Version: 1
Event Name: CONSULTING SERVICES STATEWIDE Format: Buy Type: RFx
Event Header m Bid Factors Comments and Attachment Invited Bidders Constraints
Filter By: [ 9 - .

Event Line Find | 10f1

Line Nbr: 1 Item ID: 0041404021 Description: Consulting

Line Summary

Customize | Find |
Coliaboration input

Field Name Date/Time Action Value Update *Update Action
aty Original 09/06/2011 11:01:10AM |Update 18720 O Accept

ay Strategic Sourcing Collab  09/06/2011 11:01:10AM |Update 20000 O  [Reiet ¥
ay $S Collaborator 2 09/06/2011 1220:14PM Update 35000 O

Line Details

Customize | Find |
Collaboration input

Comments

Field Name Date/Time Action Value Update *Update Action

Max Quantity Original 09/06/2011 11:01:10AM Update 18720 Accept

Max Quantity Strategic Sourcing Collab 09/06/2011 11:01:10AM |Update 20000 (] Reject \;\

Max Quantity SS Collaborator 2 09/06/2011 12:20:14PM |Update 35000 O | Reject v
Update Event

Review the collaboration edits, and accept or reject each.
a. To accept a change, change Update Action to Accept and check the Update button.

b. To reject a change, change Update Action to Reject and check the Update button.

c. Click the Comments tab and enter comments as applicable.

Fa\m_ntes i Mz'n_Menu > SouLa"\g > Cleate_Evenbs > Event Details

B New window (DHelp [ Customize Page [ ntip

Review Event Collaboration

Business Unit: 50100 Event ID: 0000150166 Round: 1 Version: 1
Event Name: CONSULTING SERVICES STATEWIDE Format: Buy Type: RFx
Event Header Event Lines Bid Factors Comments and Attachments Invited Bidders Constraints
Filter By: b |
Event Line
Line Nbr: 1 ftem ID: 0041404021 Description: Consulting
Line Summary

| Colaboration input | (=L Z

Comments

| =
[1 am rejecting this amount for it needs to be higher. =

| am accepting this quantity. The more the better! %EI

Line Details
Colaboration Input

Customize | Find |

Field Name DateTime Actiona  Value Update  *Update Action
Max Quantity SS Collaborator 2 09/06/2011 1220:14PM |Update 35000
Max Quantity Original 0910672011 11:01-10AM |Update 18720 Accept

Max Quantity Strategic Sourcing Collab  00/06/2011 11:01-10AM |Update 20000

| Update Event

= Return to Event Overview

|af Returnto Search & Refresh [ Add Updaie/Display
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d. Click the Update Event button.

@INewwindow (DHelp [& Customize Page Ehttp &
Review Event Collaboration

Business Unit: 50100 Event ID: 0000150166 Round: 1 Version: 1

Event Name: CONSULTING SERVICES STATEWIDE Format: Buy Type: RFx

Event Header EventLines Bid Factors Comments and Attachments Invited Bidders Constraints
Filter By: ‘ "‘

Line Nbr: 1 Item ID: 0041404021 Description: Consulting

ustomize | Find | View 2118 | 3 Firet K1 43013

Field Name Date/Time Action Value Update *Update Action

Qty Original 09/06/2011 11:01:10AM  Update 18720 Accept

Qty Strategic Sourcing Collab 09/06/2011 11:01:10AM  Update 20000 L&e}eniv

Qty 88 Collaborator 2 09/06/2011 12:20:14PM Update 35000 @ 3

stomize | Find | View 21| 8 | 3 st K 43073 1 (st

Comments | [F=)

Field Name DatefTime Action  Value Update  *Update Action
Max Quantity Original 09/06/2011 11:01:10AM  Update 18720 Accept
Max Quantity Strategic Sourcing Collab 09/06/2011 11:01:10AM |Update 20000 Reject &

Max Quantiy $S Collaborator 2 0910612011 1220:14PM Update 35000

Update Event

< Return to Event Overview

|Gh Returnto Search |2 Refresh

L4 Ade

6 After accepting or rejecting all edits, click the Save Event button. The event is saved and its status
changes to Collaboration Update process has completed.

Step 2: Configure Line Items

Create line listings for this event.

*Line ltems

Item Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.
* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Collaborators View Collaboration

Step 5: Post Event

When all event creation activities are complete, click Post Event to release your event for scheduled exteral viewing
and trigger any bidder invitations you may have defined

Related Links:

Document Status Inquiry Plan Task Associations
Collaboration Update process has completed.

The event has been updated according to the chosen collaboration input. Please review event to ensure updates
are acceptable.

[Gh Returnto Search | &% Refresh Eloidd,| [ bpdateDisplay

7  The collaboration actions appear with the action taken in the Update Action field. NOTE: You may
click on any titled hyperlink to view the related collaboration.

8 To review the edits made to the event, click the View Collaboration hyperlink.

9 The Review Event Collaboration page appears.
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2 New Window (2)Help [# Customize Page B hiip @
Review Event Collaboration

Business Unit: 50100 Event ID: 0000150166 Round: 1 Version: 1
Event Name: CONSULTING SERVICES STATEWIDE Format: Buy Type: RFx
!Event Header | !Evenl Lines | | Bid Factors Comments and Attachments Invited Bidders Constraints
Filter By:
Collaboration Input I e

Field Name Date/Time Action Value Update  Update Action

lll. GENERAL: For the purpose of clarification,
each firm receiving this Invitation for Bid is
c " 0 1 09/06/2011 Updat referred to as a “Bidder” and the Bidder F“ A t =
omments noas 1:21:44PM Pdale  awarded the contradt o supply the senvices is — o
referred to as a “Contractor”. Virginia
Department of Transportatio

COLLABORATIONS HERE XCXCXDXCXD Il
GENERAL: For the purpose of clarification, each
S Collaborator |09/06/2011 Update |1 receiving this Invitation for Bid is referred to B Reject
2 1:21:44PM P as a “Bidder” and the Bidder awarded the = g
contractto supply the senvices is referred to as a
Contractor”

Comments

10 The event can be posted for advertisement following the normal Strategic Sourcing process. NOTE:

The system will show the countdown in the Status field from the Event Workbench page, which
indicates how much time is left for collaboration.

4. Invite Collaborators to Analyze Bids (SS Buyer):

1 Once the event is closed and all bids are received, the SS Buyer opens up a second version to add
bidders and allow time for Bid Processors to add pricing. The Bid Processor enters the bids into
Cardinal and notifies the SS Buyer. The SS Buyer analyzes the bid responses and may invite
Collaborators for approvals or comments, prior to making the award. The SS Buyer may select
Collaborators as necessary, such as:

a. Customer (user) for comments
b. Manager for approval

c. RFP Evaluation Committee members for scoring.

|4 CARDINAL
—— Home | Workist | AddtoFavortes | Signout

Favortes  Main Menu > Sourcng > Maintain Events > Event Workbench

@ New Window ;’)Heip E{CuslomnzeF’age Ennp

Event Workbench
; v Search Criteria
Event ID: %204 from StartDate: | [5 To Start Date: [ [ sortwith: [ v
Created By: @ From End Date: [ [ ToEnd Date: | [ sortOrder: | v|
—_ - ~
Event Format: L b Category: [ ] Only show Events | created
Event Type: bt Item 1D: \ [CJuse my search defaults
Event Status: | ¥ pescription: [ Search Reset
- = I Q@ . e
Associated With Plan: s Pian Name: ‘ Q. Default Search Preferences

EventlD _ Name Format __ Type Unit Status
P 02PR0204  02PR02.04 Script Buy RFx 50100 Awarded #a] %
" 0000150204 CONSULTING SERVICE... Buy RFx 50100 [0hrs, Omins, Ssecs ] & &

2 Navigate to Main Menu > Sourcing > Maintain Events > Event Workbench

3 Search for the event using the any combination of search criteria.
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4  Click on the Analyze Bids icon to analyze the totals of the event. You cannot analyze bids of events
with a status of Open.

5 The Analyze Total page appears.

6 Click the Invite Collaborators link from the Go To drop down menu. NOTE: Collaborators may have
previously reviewed and scored each response outside of Cardinal. Each Collaborator enters their
scores into Cardinal for calculation.

CARDINAL
| — Home | Workist | AddtoFavorites | Sign out
Favorites ~ Main Menu > Sougcng > Mantarl Events > Event Workbench
& New Window :’J Help E{Cus(omv.e Page ) hitp

Analyze Total

Analyze Total Analyze Line

Business Unit: Event ID: Round: Version: Event Name:

50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE

Event Format: Event Type: Currency: End Date: Status: Go To:

Buy RFx USD 10/07/2011 1:11PM EDT Pending Award [ M|

Analysis Analyze Export |
Bidder Name N P Associate Planning Task

' George Maker Vision Communication2 Award Events
Event Version Responded To: 1 1 |Create New Round
Bid Number: 1 ® 1 ® ‘Documem Status Inquiry
|Event Attachments/Comments

Total Bid Amount: 393,120.0000 348,400.0000

Total Bid Cost 0.00 0.00 |Review Optimization

Total Event Score: 100.0000 33.3000

Total Header Cost 0.00 0.00

Total Header Score: 100.0000 33.3000

Bid Action NA v NA v/

Reject Reason: Q [ Q

Award by Percent: \

Hide Bid O ]
pfctrs |

Add/Edit Factors WrihideBids

[5] save (ob Returnto Search
Analyze Total | Analyze Line

7 On the Event Colloaboration Details page, clear all existing names in the Collaborator Oprid field.
Next, enter the Collaborator name (use the Look Up icon, if needed) for analysis collaboration. The
Routing Sequence number is automatically populated.

P CARDINAL

Favorites = Main Menu > Soulcng > Maintarl Events > Event Workbench

Home | Workist | AddtoFavortes | Signout
#INew Window (D Help [& Customize Page & http

Event Collaboration Details

Collaboration Due Date: 10102011 B fime:  |1:19PM [ Save As Group
Collaborator Oprid Name

[V_PR_STRATEGIC_SOL@,  Strategic Sourcing Collab [ 1 ==
V_PR_STRATEGIC_SOU@, ' SS Collaborator 2 [ 2 ==

Eind Collaborators Show Bidders Name

8 Click the Route To button.

9 Arouting message appears to make the event read-only until the Collaboration Due Date. Click the
OK button.
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The event will be saved and routed to the callaborators making it read-only
until the due date. (18058,583)

| cancel

10 The event is grayed out and has been routed for collaboration.

|
Favorites  Main Menu > Sourcing > Maintain Events > Event Workbench

=
o
&
>

Home | Workist | AddtoFavorites | Sign out

& New Window :’) Help Zcustomue Page Ehnn

Analyze Total

Analyze Total Analyze Line

Business Unit: Event ID: Round: Version: Event Name:

50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE
Event Format: Event Type: Currency: End Date: Status: Go To:
Buy RFx USD 10/07/2011 1:11PM EDT Collaborating Bid Analysis [ b
) Bid Analysis and Display Options

Bidder Name George Maker Vision Communication2

Event Version Responded To: 1 1

Bid Number: 1 ® 1 ®@

Total Bid Amount: 393,120.0000 348,400.0000

Total Bid Cost 0.00 0.00

Total Event Score: 100.0000 33.3000

Total Header Cost 0.00 0.00

Total Header Score: 100.0000 33.3000

Bid Action

Reject Reason: ] [ ]

Award by Percent: ] ‘ |

Hide Bid O 0O

Recalculate | AddEditEactors | UnhideBids

Q The event has been successfully routed for collaboration. |

|[5] save | [Gb Return to Search

Analyze Total | Analyze Line

11 Anitem is added to each Collaborator’s worklist. NOTE: Collaborators may score the event bids in
any sequence or at any time, prior to the due date.

5. Collaborate on Bids (Collaborators):

1 An email notification and a worklist item is added to the Collaborators’ worklists indicating that
collaboration is needed.

2 To navigate to the worklist, go to Main Menu > Worklist > Worklist
3 The Worklist appears.

4  To collaborate on a bid, click the event hyperlink for the event you wish to collaborate on bids for. The
event must be listed as Checkout Event Collaboration under the Work Item column.
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(4 CARDINAL |

Workist | AddtoFavortes | Sign out
Favorites | Main Menu > Workist > Workist

D New Window (Z)Help [# Customize Page B ntp &

Worklist for V_PR_STRATEGIC_SOURCING_COLLAB: Strategic Sourc

Detail View WorkListfiters: | %] [ Feed -

Customize | Find | View 11 B | 3 Frsi ¥ 125 0131 IO ast

From i Work item Worked By Activity Priori Link
Strategic Sourdng | 4075944 Analysis Sourcing Analysis Collaboration | v 50100, 0000150204, 1.1 [y Reassign ]
Buyer Collaboration
Strategic Sourcing Checkout Event " ’—I | (i = =
s 1010612011 SPCKOU V! syrategic Sourcing Collaboration ¥| 50100, 0000150202, 1.1, 1 | Mark Worked Reassign
Strategic Sourcing - 100312011 SECkOUIEVeNt | girategic Sourcing Collaboration | ) 50100, 0000150199,1. 1.1 [ MarkWorked Reassign

uver Callaboration

5 The Analyze Total page appears. Review the total pricing and bid factors. If applicable, text bid
factors would be scored here.

:

Workist | AddtoFavortes | Sign out
Favorites = Main Menu > Workist > Worklst

& New Window (DHelp [& Customize Page 5 hitp

Analyze Total

Analyze Total Analyze Line

Business Unit: Event ID: Round: Version: Event Name:

50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE
Event Format: Event Type: Currency: End Date: Status: Go To:

Buy RFx UsD 10/07/2011 1:11PM EDT Collaborating Bid Analysis - 3
~ Bid Analysis and Display Options

T—— st s sortocer satgs
Display Options | view Factor Responses ¥ [lpisplay Delta Responses [l pisplay Disqualified Bids Display Withdrawn Bidders
View Bid Actions [ Al Bid Actions Oaward  [JCounter [ bisallow I Reject [J<No Action>
I —
Bidder Name: George haker Vision Communication2
Event Version Responded To: 1 1
Bid Number: 1 ® 1 @
Total Bid Amount: 393,120.0000 | [ 3484000000 ]
Total Bid Cost 0.00 0.00
Total Event Score: 100.0000 133.3000
Total Header Cost 0.00 0.00
Total Header Score: 100.0000 33.3000
Bid Action NA NA

Reject Reason:
Award by Percent: ‘ | { J

Hide Bid [m] ]
[ S T R A RO~
Weighting [T

PLEASE DESCRIBE YOUR PARTICIPATION AND PERCENT OF SMALL, WOMEN-OWNED AND MINORITY BUISNESSES FOR THIS RFP:

100.00000 P1 100 [100.00 | [3330 |

| Recalculate Analysis Complete WnhideBids:

6 To analyze each bid by line, click the Analyze Line hyperlink.
7 The Analyze Line page appears.
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! A CARDINAL

Favorites ~ Main Menu > Workist > Workist

Home | Workist | AddtoFavortes | Signout

& New window (D Help [& Customize Page [ http
Analyze Line

Analyze Total Analyze Line

Business Unit: Event ID: Round: Version: Event Name:

50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE

Event Format: Event Type: Currency: End Date: Status: Go To:

Buy RFx usD 10/07/2011 1:11PM EDT Collaborating Bid Analysis [ 2% v_]

S Requested Qty :
il.lne item 1D Description Category UOM Start Price aty A ‘Weighting Line Status Analyze
10041404021 Consulting [ 0041404 HUR 001000 2,080.0000 0.0000 [ 0.00000
5} save | |[J ViewWorkist| () creoousiionist | WU Nextin Workist |

Analyze Total | Analyze Line

8 Click the Analyze hyperlink.
9 The Analyze Line page appears for the line item you selected.

10 Review the bid information price per UOM.

|

Favorites = Main Menu > Workist > Workist

Home | Workist | AddtoFavorites Sign out

ENew Window (DHelp [& Customize Page [ http
Analyze Line

Business Unit: Event ID: Round: Version: Event Name:

50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE

Event Format: Event Type: Currency: End Date: Status:

Buy RFx usb 10/07/2011 1.11PMEDT Collaborating Bid Analysis

Line: 1 Requested Quantity: 2080.0000 UOM:  HUR Start Price:

Item ID: 0041404021 Item Description: Consulting Weighting: Z ®

) Bid Analysis and Display Options

Bidder Name Visi icati George Maker
Event Version: 1 1

Bid Number: 1 1

Bid Quantity: 2,080.0000 2,080.0000
I.Irlmlfm Bid Quantity 0.0000 0.0000

Total Bid Amount: 348,400.0000 393,120.0000
Total Bid Cost: 0.00 0.00

Total Line Score: 100.0000 0.0000

Bid Action: N NA

Refect Reason Code: [ ] L]
Award by Percent: ] L1
Award Quantity: ‘ ‘ ‘ ‘
Hide Bid o O

e b bttt
Weighting ~ UOM ideal

What s your bid price?

100.00000 ) il"[?:: \l i\'cc 00 ||

Recalculate | WnhideBids [ [ < > \\ ..

—
OK | |Cancel | Apply

11 Click the OK button.

12 To enter comments on the bid line, click on the Item Description icon.
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|4 CARDINAL
| — Home | Workist | AddtoFavorites | Sign out
Favortes  Main Menu > Workist > Workist
@Nelenaow ‘é)Her ECus(omnzeFage Enl(p

Analyze Line

Analyze Total Analyze Line

Business Unit: Event ID: Round: Version: Event Name:

50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE

Event Format: Event Type: Currency: End Date: Status: Go To:

Buy RFx usD 10/07/2011 1:11PMEDT Collaborating Bid Analysis )

Customize | Find | View 41 | B3 | %

Line Status Analyze

= Requested Qty 2
Line itemID Description Category UOM Start Price aty pozd Weighting

1 0041404021 Consulting @ 0041404 HUR 0.01000 2,080.0000 0,0000[ 0.00000 VOpen v | Analze

[ save | [J ViewWorkist| | “revous i ionist | 4 Nextin Workist |

Analyze Total | Analyze Line

a. Enter comments in the Item Description. NOTE: Any comments you enter here are carried
over to any events that are copied from this one in the future. It is therefore recommended to
not use the copy functionality on events with comments added with the item description.

4, CARDINAL
— Home | Workist | AddtoFavortes | Signout

Favortes © Main Menu > Workist > Workiist
& New Window (DHelp [ Customize Page & hitp

||ltem Description

|
You are approved to make an award MH 10711 -EI

I Preferred Language Item Descr
You are approved to make an award MH 10/7/11 il

[ oc|i-oman.

b. Click the OK button.

13 After you have reviewed all of the bids and entered comments, click the Analysis Complete button.
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4 CARDINAL
=5 Home | Workist | AddtoFavortes | Sign out

I
Favorites | Main Menu > Workist > Workist
2 New Window :’)He\p HCustuml?.eF’age H nttp

Analyze Total

Analyze Total Analyze Line

Business Unit: Event ID: Round: Version: Event Name:

50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE
Event Format: Event Type: Currency: End Date: Status: Go To:

Buy RFx UsD 10/07/2011 1:11PM EDT Collaborating Bid Analysis - e
~ Bid Analysis and Display Options
Wendarwoihung: [ 1010000 Sort s sotrder e

Display Options [ View Factor Responses ¥ [Ipisplay Delta Responses [Coisplay Disqualified Bids Display Withdrawn Bidders
View Bid Actions All Bid Actions Oaward  [CJcounter Coisallow CJReject [ <to Action>
Bidder Name George Maker Vision Communication2

Event Version Responded To: 1 1

Bid Number: 1 @ 1 @

Total Bid Amount: 393,120.0000 348,400.0000

Total Bid Cost 0.00 0.00

Total Event Score: 100.0000 133.3000

Total Header Cost 0.00 0.00

Total Header Score: 100.0000 33.3000

Bid Action NA NA

Reject Reason: ‘
Award by Percent: { J

Hide Bid =] 0

‘Weighting UOM Ideal

PLEASE DESCRIBE YOUR PARTICIPATION AND PERCENT OF SMALL, WOMEN-OWNED AND MINORITY BUISNESSES FOR THIS RFP:

100.00000 P1 100 100.00 | [33:30 |
Recalculate Analysis Complete unhide;Bids
|[F) save | |[J} View Workiist | |{[_} ~reviousin vorkkst | 4 Nextin Workist |

Analyze Total | Analze Line

14 A message appears. Click the OK button to confirm that you do not wish to make further edits.

15 An email notification and a worklist item is added to the SS Buyer worklist indicating that collaboration
is complete by all selected Collaborators.

Are you sure you want to mark your collaboration complete for this event?
(18058,594)

Once the eventis marked complete you will not be able to edit it anymore.

oK | Cancel

6. Review Collaborators Input on Bids (SS Buyer):
1 To review collaborator input on bids, navigate to Main Menu > Worklist > Worklist

2 Click the Event Analysis Collaboration hyperlink from the email notification or click the item in the
worklist that has Analysis Collaboration listed in the Event Status column.

3 View Collaborator scores, as applicable.
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Workist | AddtoFavortes | Sign out

Favorites © Main Menu > Sourcing > Maintain Events > Analyze Events
Analyze Total =
Analyze Total Analyze Line
Business Unit: Event ID: Round: Version: Event Name:
50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE
Event Format: Event Type: Currency: End Date: Status: Go To:
Buy RFx UsD 10/07/2011 1:11PMEDT Pending Award b |
» Bid Analysis and Display Options
| avaysis |
Bidder Name George Maker Vision Communication2
Event Version Responded To: 1 1
Bid Number: 1 @ 1 @
Total Bid Amount: 393,120.0000 348,400.0000
Total Bid Cost 0.00 0.00
Strategic Sourcing Collab 0.00 0.00 0.00 0.00 000
S8 Collaborator 2 0.00 0.00 0.00 0.00 0.00 El
Average 0.00 0.00 0.00 0.00 0.00
Total Event Score: 100.0000 33.3000
Strategic Sourcing Collab 100.0000 133.3000 0.0000 0.0000 0.0000
S8 Collaborator 2 0.0000 0.0000 0.0000 0.0000 0.0000
Average 100.0000 83.3000 0.0000 0.0000 0.0000
Total Header Cost 0.00 0.00
Strategic Sourcing Collab 0.00 0.00 0.00 0.00 0.00
88 Collaborator 2 0.00 0.00 0.00 0.00 0.00
Average 0.00 0.00 0.00 0.00 0.00
Total Header Score: 100.0000 33.3000 u
Strategic Sourcing Collab 100.0000 33.3000 0.0000 0.0000 0.0000
88 Collaborator 2 100.0000 33.3000 0.0000 0.0000 0.0000
Average 100.0000 33.3000 0.0000 0.0000 0.0000
Bid Action NA v NA v
Reject Reason: Q X
Award hy Perrant- ¥
< m 2]
%J Local intranet - Riow v

Click the Analyze Line hyperlink.

Any Collaborator comment(s) appear in the Description field of each line.

| Workist | AddtoFavortes | Signout

Favorites  Main Menu > Sourcing > Maintain Events > Analyze Events
&3 New Window Q)Help BCuslomlzePzge B ntp

Analyze Line

Analyze Total Analyze Line
Business Unit: Event ID: Round: Version: Event Name:
50100 0000150204 1 1 CONSULTING SERVICES STATEWIDE
Event Format: Event Type: Currency: End Date: Status: Go To:
Buy RFx usD 10/07/2011 1:11PM EDT Pending Award [ )
2]
Customize | Find | Al |
| X Requested Qty =
|Line  ttem 1D Description Category UOM Start Price oty P Weighting  Line Status Analyze

‘ou are approved to make an award

10041404021 MH 10/7/11 This is Approved DEM |E% 0041404 HUR 001000  2,080.0000 00000 0.00000 Analze

Pirector 10/7/11

5] save [oh Returnto Search

| Analyze Line

After reviewing the scores and comments, click the Analyze Total hyperlink.
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| workist | AddtoFavorites | Sign out

Fivo'ntes Main Menu > SouLcna > Ma'ntz‘nvaents > Analyze Events
"~
Analysis 3
Bidder Name George Maker Vision Communication2
Event Version Responded To: 1 k|
Bid Number: 1 O 1 @
Total Bid Amount: 393,120.0000 348,400.0000
Total Bid Cost 0.00 0.00
Strategic Sourcing Collab 0.00 0.00 0.00 0.00 0.00
S8 Collaborator 2 0.00 0.00 0.00 0.00 0.00
Average 0.00 0.00 0.00 0.00 0.00
Total Event Score: 100.0000 33.3000
Strategic Sourcing Collab 100.0000 133.3000 0.0000 0.0000 0.0000
S8 Collaborator 2 0.0000 0.0000 0.0000 0.0000 0.0000
Average 100.0000 83.3000 0.0000 0.0000 0.0000
Total Header Cost 0.00 0.00
Strategic Sourcing Collab 0.00 0.00 0.00 0.00 0.00
S8 Collaborator 2 0.00 0.00 0.00 0.00 0.00
Average 0.00 0.00 0.00 0.00 0.00 A
Total Header Score: 100.0000 33.3000
Strategic Sourcing Collab 100.0000 33.3000 0.0000 0.0000 0.0000
SS Collaborator 2 100.0000 33.3000 0.0000 0.0000 0.0000
Average 100.0000 33.3000 0.0000 0.0000 0.0000
Bid Action [na v] [ Award Cﬂ
Reject Reason: Q’a
Award by Percent: 100.000
Hide Bid O ]
pfctors |
Recalculate Add / Edit Factors ! WnhideBids.
Eusov| Ehsotuniosoorcy
i anshma Tatal | Anahoa | ina V

Make the award and follow normal Strategic Sourcing processes to select the vendor to award to.
More information is in the PROC347: Strategic Sourcing course.
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